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EMERGENCY PROCEDURES SUMMARY 


Use this form to summarize whom to contact and 
essential procedures for rapid response in emergency 
situations. Post in all areas of the library and 
familiarize all staff with it. 


FIRE: 


FLOODING OR WATER DAMAGE: 


EARTHQUAKE: 


VOLCANIC ASH FALLOUT: 


MEDICAL EMERGENCY: 


POWER FAILURE: 


DISASTER PREVENTION AND PREPAREDNESS GUIDELINES 


Keep the Disaster Plan available in all 
appropriate locations. Make sure the library 
staff has been trained in all procedures. 


Consider the disaster risk whenever designing and 
equipping a facility or replacing furnishings and 
equipment. Select noncombustible or slow-burning 
fabrics. Install shelves and equipment ina 
manner which reduces disaster vulnerability. 


Include reduction in insurance rates in evaluation 
of the cost of automatic suppression and detection 
systems. 


Inspect all areas and equipment which may cause or 
be subject to disaster several times a year, 
including: 


a Wiring systems 
is Electrical appliances, such as ovens, space 
heaters, coffeemakers, radios, and extension 


cords 

e. Plumbing 

d.. Mechanical systems, such as heating, cooling, 
and ventilation 

e. Emergency power generation equipment 

£3 

a 


Inspect the following safety equipment on a 
regular basis: 


a. Fire extinguishers 

Die Fire alarm systems 

Gis Sprinklers 

a. Smoke and heat detectors 
e. First aid kit 

> 


Inventory disaster-related supplies regularly 
and replace as needed. 


Review the Disaster Plan frequently, updating 
necessary information, particulary names, phone 
numbers, procedures, and sources of supply. 


EMERGENCY NOTIFICATION 


After following the emergency procedures, 
observing the disaster must notify the 


Disaster Recovery Director, 
at é 


Other people to notify are: 


Title Name Number 


Library Director 


Library Staff 


Security 


Mayor/Manager 


School or Library 
Board Chairman 


Administrator 


Police Chief 


Building Mgr. 


Building Owner 


Insurance Agent 


the person 
designated 


EMERGENCY EVACUATION PROCEDURES 


Summarize basic library evacuation procedures to be 
followed in any emergency, including fires or bomb 
threats. 


People authorized to initiate evacuation of the libary 
are: 


Name Phone Number 


If there is an emergency endangering patrons or staff 
and none of the above can be reached, 

may declare an 
emergency and authorize evacuation. 


Summary of Evacuation Procedures 


GENERAL EMERGENCY SUPPLY CHECKLIST 


Flashlights 


Two-way radios 


Battery-powered radios 


Fire extinguishers * 


Boots 


Disinfectant 


Heavy-duty extension cords 


First aid kit for commercial use 


Blankets 


* See detailed information later in this workbook. 


SOURCES OF SUPPLIES AND SERVICES 


List sources for renting or purchasing supplies which 
are not kept on hand in the library. 


Store or Location Where Item 
Item Can Be Obtained 


How To Get Emergency Funds 
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FIRE EMERGENCY PROCEDURES 


Signal a fire by activating the nearest alarm. 


Evacuate the facility following evacuation 
procedures. Do not use elevators. 


Call the fire department dispatch at 
Stay on the line to give the exact location of the 
fire, including floor and directions. 


Close doors and windows and shut down the air 
intake to keep the fire from spreading, if it is 
safe to do so. 


If the fire is small (30 square feet or less) and 
not spreading rapidly, use appropriate fire 
extinguisher according to fire extinguisher 
procedures as long as no one is exposed to injury. 


Reset the alarm system after the emergency has 
ended. 


Library staff who have received fire extinguisher/fire 
fighting training are: 


Name 


Phone Number 


FIRE EXTINGUISHERS 


Fire extinguishers should be labeled with the class of 
fire on which they may be used. 


Fire classes are: 


Class A - Involves paper, cloth, wood, upholstery 
and other ordinary combustibles. 


Class B - Involves gasoline, oil, grease and other 
flammable liquids. Water should not be 
used on this type of fire. 


Class C - Involves electrical equipment. Water 
should not be used because of the danger 
of severe electrical shock. 


All portable extinguishers contain a fire suppression 
agent under pressure that can be expelled onto a fire 
from between 10 and LS feet. Dry chemical 
extinguishers may be used on A, B and C class fires but 
should not be sprayed on people unless they are 
actually on fire and there is no alternative. Carbon 
dioxide extinguishers are recommended for computer 
equipment. Extinguishers using Halon, an invisible 
gas, or similar agents under development, are 
recommended for areas with irreplaceable materials, 
such as archives and rare book collections. 


Fire Extinguisher Inspection Checklist 


Fire extinguishers need to be inspected at least 
annually. A partially used extinguisher must be 
recharged immediately. 


Location Date of Last Inspection 


PROCEDURES FOR USE OF FIRE EXTINGUISHERS 


If a fire is 30 square feet or less and not spreading 
rapidly enough to endanger staff, a fire extinguisher 
may be successful in controlling and extinguishing the 
fire using the following procedure: 


Le 


Read operating instructions on extinguisher. Be 
sure the extinguisher is the proper type for the 
class fire burning. 


Stand 6 to 10 feet from the fire and aim the 
nozzle at the base of the fire. 


Discharge the extinguisher using a sweeping motion 
across the base of the flames. Be prepared for 
the backward force of the discharge. An 
extinguisher will discharge for 8 to 25 seconds 
depending on the size and type. 


If the discharge disturbs the burning material, 
move further away. As the fire is extinguished, 
move closer. 


Continue to watch for flashbacks after the fire 
appears to be out. 


Have the extinguishers recharged. 


Gis 


FLOOD OR WATER DAMAGE PROCEDURES 


Assess the source and extent of the water damage 
and report to at 


Do not enter a flooded building or area until it 
is determined that there is no danger of 
electrocution. 


As soon as it is safe to enter, evaluate the 
number and types of materials in need of salvage. 
Weigh the cost of salvage efforts against the cost 
of replacement for items that can be replaced. 
Replacement is almost always cheaper than 
restoration. Insurance coverage should be 
factored into this decision. 


Reduce the temperature and humidity as quickly as 
possible. Open windows for added ventilation and 
use fans. Mop or wet vac up any standing water. 
Remove wet carpet or debris. Use dehumidifiers if 
the temperature is over 65 degrees. 


Protect unaffected materials with plastic sheeting 
if they are in any danger. 


To salvage wet materials, see Peter Waters' 

Procedures for Salvage of Water-Damaged Library 
Materials, 2nd edition, for detailed advice. The 
following major steps are adapted from his book 
and the Disaster Plan Workbook: 


a. 


Remove wet materials to a work area with low 
temperature, low humidity and good air 
circulation, hauling the wettest materials 
First. 


Freeze soaked books or those with coated 
paper aS soon aS possible. Keep a list of 
the books wrapped for freezing. Wrap each 
volume in freezer paper or wax paper and pack 
them flat loosely in plastic milk cartons, 
preferably, or strong dry boxes to 3/4 full. 
Transport to 
for freezing. 


Slightly wet books with covers intact may be 
air dried on a work surface covered with 
unprinted newsprint or paper towels following 
these steps: 


1). Stand the books upright but upside 
down. Open the covers slightly but 
do not fan the pages. 


2). Place a toothpick under each cover 
midway from front to back to keep 
the boards slightly tilted back. 


3). Place paper towels or newsprint 
between the covers and the 
flyleaves. Change these papers and 
those under the books frequently as 
they absorb moisture. 


4). When the books have begun to dry, 
carefully begin interleaving 
newsprint or towels every 50 pages 
beginning at the back. (See 
Waters' book for the use of thymol- 
impregnated sheets to inhibit mold 
growth. 


5). When the paper feels damp, not wet, 
and the books open easily, they may 
be hung to help shape the spine. 
String three monofilament nylon 
lines of not more than 1/32 of an 
inch in diameter, 1/2 inch apart in 
5 to 6 foot lengths. These will 
support volumes up to 1-1/2 
inches thick. 


6). When books are nearly dry, lay them 
flat on a table, shape, and weight 
lightly. 


Frozen books eventually will require 
drying if they are to be restored. See 
Waters' book for information on vacuum 
or freeze drying, especially for large 
collections. 


Information on salvage of library 
materials other than books may be found 
in Waters' book and the Association of 
Research Libraries, Office of Management 
Studies' SPEC Kit 69. 


BASIC SUPPLIES NEEDED FOR SALVAGE 
OF WATER-DAMAGED ITEMS 


Mops 

Buckets 

Fans 

Heavy duty extension cords 

Water vacuums 

Plastic milk crates or cardboard cartons 
Plastic sheeting, tarps 

Ladders 

Portable tables 

Garbage bags 

Freezer paper or wax paper 

Scissors 

Toothpicks 

Unprinted newsprint or paper towels 


Monofilament nylon line 


ADVANCED SUPPLY LIST 
Dehumidifiers 
Portable electric pumps 
Portable generator 
Gloves (plastic and work) 
Thymol 
Methyl alcohol 
Pallets 


Moisture meters, hygroscopes or sling 
hygrometers 


EARTHQUAKE PROCEDURES 


The following suggested procedures are taken from 
"Earthquakes; Safety Tips for Earthquakes" and Reducing 
the Risks of Nonstructural Damage: A Practical Guide, 
two publications of the Federal Emergency Management 
Agency: 


1. When an earthquake occurs, direct library patrons 
away from shelving units, microform cabinets, 
other heavy equipment, windows and skylights. 


Ze Encourage people to take cover under heavy desks 
or tables, in a supported doorway, or along an 
inside wall. 


3% When the building stabilizes, check for potential 
hazards and injuries. Follow the emergency 
medical procedures, if needed. 


4. Be prepared for aftershocks. They can cause 
additional structural damage. 

5. Turn on the radio for emergency information. 

6.6 Check the utilities. If there are any gas fumes, 


open windows, shut off the main valve, evacuate 
the building, and notify the gas company at 

, if possible. Evacuate the 
building and do not reenter until a utility 
official says it is safe. 


Te If electrical wiring is shorting out, shut off the 
current at the main meter box. Call the electric 
WEL lity at 

8. If water pipes are damaged, shut off the supply at 


the main valve. Call the water utility at 


9. If the building has undergone structural damage, 
evacuate aS soon as it is safe to do so. Do not 
use elevators. 
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VOLCANIC ASH FALLOUT PROCEDURES 


To minimize damage to collections and equipment, the 
following actions are recommended: 


1. 


Close off the building's fresh air intakes 
and shut the windows. 


If ash accumulation is expected to be 1/4" or 
more, cover all computer disc drives with 
plastic bags or dust covers. 


Place wet sheets or towels at building 
entrances to capture ash on shoes or boots. 


Use dust or tack cloths to clean ash 
accumulation off surfaces. 


Use a wet mop to clean floors. Do not dry 
sweep. 


MEDICAL EMERGENCY PROCEDURES 


Alaska Statute Sec. 09.65.0930 Civil liability for 
emergency aid, popularly known as the "good samaritan" 
law, generally allows individuals to render emergency 
care to those who appear "...to be in immediate need of 
emergency aid in order to avoid serious harm or 
death..." without threat of civil liability. Gross 
negligence or recklessness or intentional misconduct 
are not exempt from liability. The purpose of the 
statute is to encourage voluntary rescue aid. 


If a medical emergency occurs in the library, follow 
these procedures: 


Ls If a person is injured or sick and needs 
emergency medical assistance, call 


° 
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2. When calling for medical assistance, do the 
following: 
a. Give the location and phone number from 


which you are calling and specific 
instructions for how to get to the 


victim. 
b. Describe the conditions of the victim. 
ch. Give your name. 
d. Stay on the line until the emergency 


dispatcher ends the conversation. 
Follow any instructions given by the 
emergency contact before help arrives. 


e. Station someone at the library entrance 
to guide the emergency personnel. 


Ba If the victim is unconscious or unable to 
speak, look for Medic Alert tags around the 
arm, neck or in the wallet and make this 
available to the emergency personnel. 


4. Administer any first aid you have been 
trained to perform. 


5s Notify at 


of the medical emergency 
incident. 


RESOURCES FOR A MEDICAL EMERGENCY 


se Library staff who have received first aid training 
in the past three years: 


Work Home 

Name Phone Phone 

2: Library staff who have received CPR training: 
Work Home 

Name Phone Phone 

Se Nearest hospitals or other medical services: 


Name Address and Phone 


POWER FAILURE PROCEDURES 


In the case of an electrical power failure, 
contact the electrical utility at 

Report the library location, your name and phone 
number. Request any available information on the 
extent of the problem and estimated time for 
restoration of power. 


Follow standard evacuation procedures using 
flashlights, if necessary. Check stacks, 
restrooms, stairwells, and elevators for stranded 
people. Secure the building. 


Report the power failure information to 

at 
for a decision on continued operation of the 
facility and possible reassignment of staff. 


BOMB THREAT PROCEDURES 


If a package suspected to be a bomb is found in 
the library, notify at 
immediately. 


If a bomb threat is received by phone, the 
receiver of the call should note the following 
information and then notify 

at : 


a. The exact time of the call. 


b. The exact words used by the caller. Ask that 
the information be repeated if necessary. 


Cs The location or expected time of detonation. 
Ask for this information if the caller 
doesn't offer it. 


d. The quality of the voice that would aid in 
identifying it. Male or female, young or 
old? Is there a distinguishing accent? 


e. Background sounds from the caller's location. 


If the threat is received in writing, the 
recipient should do the following: 


a. Notify at 


om Do not handle the correspondence any more 
than necessary. Place it in a larger 
envelope to protect it. 


Take all threats seriously and report them 
immediately. 


Do not tell co-workers or patrons of the threat 
unless authorized to do so by 


Evacuate the building if authorized by 
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